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Gateway Budget Forms and Debt

• Budget Forms
– Design upgrades and policy changes for 2013

– Two new forms in Gateway, two more on the way

• Debt Management
– Statutory deadline of March 1 has passed

– Still working with units to submit/correct debt 
reports

– New debts should be reported as they occur
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Gateway – Budget Forms

• 2013 Budget Forms launched April 2

– Users can log in to both Live and Demo 
sites and begin prepping their units

– Upload capability launched in mid May

– Enhanced printing capability arrived 
earlier this month
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Gateway – Policy Changes

• Form 144: No longer in Gateway

– Follow SBOA manual for salary ordinance forms and 
procedures

• Form 3: Submit at same time form is given to 
newspaper

– Allows us to place this time-sensitive information on 
the Gateway public access site
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Gateway – Policy Changes cont.

• Revenue/Receipt Codes: New DLGF-SBOA List

– Consistent categorization and grouping as Annual 
Financial Report

– Shorter, more manageable list

– Code list and crosswalk available on website

• Proof of Publication/Signed Form 4:          
Upload through Gateway required

– Last year DLGF accepted through fax and mail too

– Officials without scanners may turn to libraries for 
assistance
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http://in.gov/dlgf/files/2013_Gateway_Budget_Code_Lists.xls


Gateway – Information Pop-Ups

• Throughout website, hover over the blue “i” icons to 
get more information about budget forms or website 
functionality.

• Example on Form 4B:
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Gateway – Customize Revenue

– Set up revenue sources 
from drop-down menus

– Link revenues to specific 
funds

– Only revenues relevant 
to your unit type will 
appear as options
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• Under “Customize Unit” select “Customize Revenue”



Gateway – Customize Revenue cont.

• Once revenue is customized, Form 2 is ready for entry

– Revenue/receipt codes, names already populated

– Only need to enter amounts

• Getting Started:

– Any revenue included on Form 2 last year was rolled into 
“Customize Revenue” EXCEPT those with multiple replacement 
options on the new code list and those entered with missing or 
incorrect revenue codes

– Units should review and refine pre-populated codes
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Gateway – Fund/Dept. Selection

• In 2012, Forms 1, 2, 4B guided users though “selection screens” to 
pick funds and departments. Form 4A had users pick funds and 
departments from drop-down menus on the same screen.

• In 2013, all forms will use drop-down menus for fund and 
department selection.
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Gateway – Forms 1 and 2

• Now use a common template

– Unit type/fund specific line items and categories 
removed from Form 1

– Mostly affects townships, but also libraries

• New look and feel

– Easier data entry

– Resolves issues with Internet Explorer, time lags
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Gateway – Forms 1 and 2 cont.

• More convenient printing

– “Printer-friendly” versions like other 2012 forms

– Will only print line items you enter – no blank spaces, 
fewer pages

– Can be easily saved on a computer and emailed

• Form 1 line item codes and descriptions entered in 
2012 have rolled to 2013.

• Form 2 revenue/receipt codes and descriptions have 
rolled to “Customize Revenue” in 2013.
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Gateway – Form 1 Snapshot
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Gateway – Form 2 Snapshot
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Gateway – Form 3 Upgrades
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• Current year levy now pre-populated correctly for 
cross-county units

• “Fill” from other forms optional, user can now edit/type 
in values

• Ability to specify an adopting body different from the 
that of the unit (e.g. solid waste mgmt district adopted 
by county council)



Gateway – Form 4 Upgrades
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• Ability to directly enter 
the total budget, tax rate, 
and tax levy. Option still 
exists to pull from other 
forms, but doesn’t occur 
automatically.

• User must enter total 
budget, tax rate, and levy 
before printing form. 
Additional warnings added 
for invalid forms.



Gateway – Signature Panel
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• Only one signature panel per set of forms. Will not need to sign 
each fund and department specific form.

• Automated PIN checking – error will occur if user enters incorrect 
PIN

• Date is automatically inserted when user clicks “Sign and Date 
Form”



Gateway – Validation / “Ready to Submit”
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• “Ready to Submit” button is now a checkbox

– Must be checked before form submissions can occur

– May not be checked before certain form requirements (i.e. 
validation) are met



Gateway – Validation / “Ready to Submit” cont.
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• Validation varies from form to form

– At least one value entered and saved in each column (Form 1, 
2, 4A)

– Sum of lines 1-10 are non-zero in both columns for all non-
home-ruled funds (Form 4B)

– All paragraph values entered (Form 3) and at least one board 
member listed (Form 4)

– All forms must be signed using a valid PIN and dated (except 
Form 4)

• If validation is met but “Ready to Submit” cannot be 
checked, try refreshing the form



Gateway – New Budget Forms
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• Current Year Financial Worksheet

– Formerly known as the Line 2 Worksheet

– Data flows into Form 4B

• Debt Worksheet

– Imports data from Gateway Debt Management

– Debts need to be entered in Debt Management first

– “Customize Debts” section appears under “Customize Units, 
links debts to debt service funds

• Appeals and Additional Appropriations

– Currently in development

– Expected to launch as pilots this summer and winter



Gateway – Current Year Financial Worksheet
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Gateway – Debt Worksheet

21



Gateway – Debt Worksheet
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Budget Form Data Flowchart
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Gateway – Debt Management
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• Updated version of Debt Management will be 
launched this summer.

• More work needs to be done to make debt reports 
accurate. Common mistakes have been discovered:

– If lease payments are made, debt should be classified 
as a “Lease” and not a “Bond” or some other kind of 
debt.

– All debts should have “Period Total” column 
completed.

– Leases should have “Lease Payments” column 
completed.



Gateway Resources

• Use the         icons as a first line of 
support.

• This presentation and additional 
Gateway user guides will be online 
shortly.

• Test Gateway in the Demo site at 
http://gatewaydemo.ifionline.org.
(Use your username and password.)
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http://gatewaydemo.ifionline.org/


Gateway Resources

• Visit a Gateway Help Center: 
http://www.in.gov/dlgf/files/2012_DLGF_Gateway_Help_Center
s.pdf.

• Send your Gateway-specific questions to 
gateway@dlgf.in.gov.

• Contact your budget field rep if you have 
budget-related questions: 
http://www.in.gov/dlgf/files/Budget_Field_Staff_Assignments_a
nd_Numbers.pdf .
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Contact the Department

• Colby Shank

• E-mail: cshank@dlgf.in.gov

• Telephone: 317.232.3777

• Fax: 317.232.8779

• Web site: www.in.gov/dlgf
• “Contact Us”: www.in.gov/dlgf/2338.htm. 
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